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_File Review Procedures

1. Public records are available for review during the normal business hours from 8:00 a.m. until 4:30 p.m., Monday through
Friday, except holidays. For your convenience and to assure prompt service and adequate time for file review, it is
recommended appointments be made during the hours of 8:30 a.m. and 3:00 p.m. Some documents in our files are
confidential under the Tennessee laws. Some documents may contain information that is confidential that can be redacted.

2 The number of files reviewed at one time may be limited without authorization from the Division Manager or Environmental
Assistance Center Administrative Manager.

3. Briefcases and other accessories (with the exception of writing materials -- notepads, pencils, etc.) are not allowed in the file
area,

4. Do not mark on the file(s) or change the order of documents within the file(s).

5. Routine copies are charged at the rate of 10 cents per page. Non-routine copies are charged at the rate of 40 cents per
page. Non-routine electronic copies are charged at the rate of $5.00 per floppy disk and $10.00 per CD disk. There may
be additional charges to recover the cost for odd size, or otherwise difficult to handle copies. All charges are payable in
advance by exact cash or check only.

6. Tags will be provided to mark any pages for staff to copy.
7. Staff will make copies as their work schedule permits. It may be necessary to return for the copies, or they may be mailed
upon request.
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